
 
 
 
 
 

 
 
 

Community Use of Library Spaces and Meeting Rooms Policy 
 
Room Reservations  
 
The Schoharie Free Library is pleased to offer room reservations for all gathering areas 
in the library, including the front parlor, the local history room, the children’s area, the 
teen room, outside spaces and the Elizabeth B. Eaton Community Room.   

1.​ Eligible Room Users 
a.​ Library space may be reserved for use by educational, civic, cultural and 

governmental groups; no admission charge may be made to persons 
attending the program. 

b.​ Preference is given to programs sponsored by the Library. 
2.​ Restriction 

a.​ Library space is not available for religious, political or partisan purposes, 
or for the benefit of private individuals or commercial concerns per IRS 
501(c)(3) and Charter restrictions. 

3.​ Reservations 
a.​ Reservations are on a first-come, first-served basis. All requests must be 

approved by the Library Director (form attached to this Policy).  
Reservations will include the name of the organization, purpose of 
meeting, number of persons expected and name and phone number/email 
of the responsible person.  If refreshments will be served, this must be 
indicated.   

4.​ Rules for Use 
a.​ Library space is available during regular operating hours, and must be 

vacated by closing time, unless other arrangements are approved by the 
Board of Trustees. 

b.​ The Library normally will not provide personnel to assist in handling 
materials needed by groups. 

c.​ Groups using the room may not charge an admission fee or take up a 
collection. 

d.​ Neither the name nor the address of the Library may be used as the 
official name, address or headquarters of an organization. 



e.​ The Library is not responsible for equipment, supplies, materials or other 
items owned by a community group. 

f.​ Tobacco, cannabis and vape use of any kind is not permitted. 
g.​ Alcoholic beverages are not permitted, unless special arrangements have 

been made with the Board of Trustees. 
h.​ Special pre-approval by the Director is necessary for use of the Library’s 

audio visual equipment. 
i.​ Each group is required to clean up after use, return furniture to original 

position, and to replace or reimburse for lost or damaged Library property 
and/or equipment.  Any group which fails to leave the Library in a neat and 
orderly condition may be denied further use of the Library.  

 
 
Bulletin Board Use and Free distribution of Materials 
 
Because the Schoharie Free Library is a public institution, discretion must be exercised 
in the quantity and nature of posters and other promotional materials posted in the 
Library.  
  
In line with constitutional rights and privileges and the Library Bill of Rights, the Board of 
Trustees of the Schoharie Free Library does not discriminate toward any group or 
individual or the purpose they represent. 
 
One bulletin board is located on the first floor of the Library.  Posting of materials will be 
limited to library items, and items of educational, cultural, charitable, civic, or 
recreational interest to the community.  
​  ​ ​  ​ ​  
The Library will accept for posting or free distribution only those materials that meet the 
following criteria:​
 ​ ​ ​ ​ ​ ​  

●​ Public Interest: Content must be of broad interest to the community. 
●​ Clear and Concise: Notices should be easy to read and understand. 
●​ No Personal Notices: The bulletin board is not for personal messages (e.g., 

birthday greetings, personal advertisements). 
●​ Legal and Appropriate: Materials must comply with all applicable federal, state, 

and local laws. Content that is obscene, libelous, hateful, or incites violence 
is prohibited. 

●​ Non-Commercial: Materials promoting commercial products or services, 
solicitations for funds (except for Library-approved fundraising), or 
personal services are not permitted. This includes, but is not limited to, 
items for sale, "help wanted" advertisements (unless from a non-profit 
organization for a community benefit), and business advertisements.  

●​ Non-Partisan/Non-Political: Materials endorsing or opposing the election of 
any candidate for public office, or materials endorsing or opposing the 
adoption of federal, state, or local legislation, are strictly prohibited. ​ ​
​  



●​ Religious Materials, Excluding Proselytization: While notices for events held by 
religious organizations are permitted if they are open to the public and of general 
community interest (e.g., a community fair), religious tracts or materials whose 
primary purpose is proselytization are not permitted. 

Only authorized Library staff may post or remove notices. 
​
The Library reserves the right to limit the size, number, and duration of postings due to 
space constraints. 
​
The Library assumes no responsibility for the preservation or protection of any materials 
submitted for posting or free distribution. 
 
Schoharie Free Library does not endorse or vouch for the accuracy of the information 
contained in materials posted on its public bulletin boards. All postings are for 
informational purposes only. 
​
Postings will be removed when they are no longer timely, when space is required for 
more current items, or if they violate this policy. The Library reserves the right to remove 
any posting at any time without notice. Materials will not be returned. 
​
Library staff must approve each item for posting or being made available for free 
distribution.​
 ​ ​ ​ ​ ​ ​ ​  

 
 

Display Space Use 
 
 
The Schoharie Free Library is proud to make space available to the public for interest, 
information, and enlightenment of the community.  Individuals and community 
organizations will be encouraged to provide exhibit materials of a civic, cultural or 
educational nature, rather than for commercial or political purposes. Those interested in 
using library space for exhibits must submit a “Request for Exhibit Space” (attached to 
this policy). Samples of work may accompany the form or be requested by the library.  

Consistent with this policy, use of exhibit space is within the sole discretion of the 
Library Director. Exhibit topics and scheduling are also at the discretion of the Library 
Director (requiring  approval). Exhibits must meet the Library's standard of value and 
quality. The Library Director reserves the right to reject any part of an exhibit, to change 
the manner of display or to remove displays. 

If an exhibit is approved, the Library Director (or a designee) will work with the exhibitor 
to schedule planning, setup and removal dates.  
 
Exhibitors are responsible for actual setup and removal. Items must be prepared for 
display in advance. The exhibitor is responsible for removing all exhibit materials by the 



removal date. The Library will not provide storage and may dispose of items after the 
removal date. 
 
All items displayed in the Library are done so at the owner's risk.  The Board of Trustees 
and the employees of the Schoharie Free Library assume no responsibility for the 
preservation, protection or possible damage or theft of any item exhibited (note: if 
exhibitors desire insurance, they must arrange for it at their own expense).   
Transportation, mounting and dismounting of the exhibit is the responsibility of the 
owner or exhibitor.  Items for display will not be accepted without a Waiver of Liability 
signed by the owner at time of installation (form attached to this policy), absolving the 
Schoharie Free Library for loss or damage to the property on display. Additionally, the 
exhibitor will be required to sign for the exhibit upon return (form attached to this 
policy). 
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